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Act access and amendment requests 
from its own current employees. For 
records in Office Governmentwide sys-
tems, including those in Official Per-
sonnel Folders, Employee Performance 
Folders, and Employee Medical Fold-
ers, the Office is responsible for re-
sponding to initial Privacy Act access 
and amendment requests from former 
Federal employees. 

(e) The procedures in this part apply 
to all such requests. The procedures in 
this part also apply to appeals from an 
agency initial determination regarding 
access to or amendment of records con-
tained in the Office’s Governmentwide 
systems of records. 

(f) The Office follows the procedures 
in this part when— 

(1) Processing initial requests regard-
ing access to or amendment of records 
by its own employees and others that 
the Office is maintaining information 
on in its systems of records, including 
requests from former employees of an 
agency whose records properly reside 
in an Office Governmentwide system of 
records. 

(2) Processing Privacy Act appeals 
regarding access to and amendment of 
records generated by another Federal 
agency, but which are contained in the 
Office’s Governmentwide systems of 
records, after an agency has issued the 
initial decision. 

(3) Processing initial requests and ap-
peals concerning access to and amend-
ment of records contained in the cen-
tral systems of records. 

(g) For requests concerning records 
and material of another agency that 
are in the custody of the Office, but not 
under its control or ownership, the Of-
fice reserves the right to either refer 
the request to the agency primarily re-
sponsible for the material or to notify 
the individual of the proper agency 
that should be contacted. 

§ 297.106 Contact point for Privacy Act 
matters. 

To determine what records the Office 
maintains in its system of records, re-
questers must write to the Assistant 
Director for Workforce Information, 
Personnel Systems and Oversight 
Group, Office of Personnel Manage-
ment, 1900 E Street, NW., Washington, 
DC 20415. Using the Office’s response, 

requesters can contact the particular 
system manager indicated in the Of-
fice’s notices of its systems published 
in the FEDERAL REGISTER for further 
assistance in determining if the Office 
maintains information pertaining to 
them. 

Subpart B—Request for Access 
§ 297.201 General provisions. 

(a) Individual’s requesting access to 
records pertaining to them that are 
maintained in a system of records 
should submit a written request to the 
appropriate system manager and state 
that the request is being made pursu-
ant to the Privacy Act of 1974. 

(b) The Office or agency will require 
proof of identity from a requester. The 
Office or agency reserves the right to 
determine the adequacy of any such 
proof. The general identifying items 
the Office will require a requester to 
provide when a request is made to the 
Office are— 

(1) Full name, signature, and home 
address; 

(2) Social security number (for sys-
tems of records that include this iden-
tifier); 

(3) Current or last place and dates of 
Federal employment, when appropriate 
and, 

(4) Date and place of birth. 
(c) An individual may be represented 

by another when requesting access to 
records. 

§ 297.202 Methods of access. 
(a) The methods for allowing access 

to records, when such access has been 
granted by the Office or agency, are: 

(1) Inspection in person in the des-
ignated office during the hours speci-
fied by the Office or agency; or 

(2) Transfer of records at the option 
of the Office or agency to another more 
convenient Federal facility. 

(b) Generally, Office of Personnel 
Management offices will not furnish 
certified copies of records. When copies 
are to be furnished, they may be pro-
vided as determined by the Office and 
may require payment of any fee levied 
in accordance with the Office’s estab-
lished fee schedule. 

(c) When the requester seeks to ob-
tain original documentation, the Office 
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